
Updating User ID Information in HDS 
 

A User ID cannot be deleted; User ID information must be updated. 

 

Find the User ID of the employee who left your organization. 

 

1. Reset the password: type in a new password under Password & Re-enter Password fields 

2. Uncheck all the Permissions 

3. Click on Update  

 

After the updates are complete, your screen will look like this: 
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